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MEMORARDUM TO: Deputy Director (Administration)

FROM
SUBJECT

-

Mansgement Officer

: Passenger Traosportation Functions of the Personnel Office and

logistics Office.

1. PROBLEM., The provlem spproached by this steff study is the eliminstion
of duplication of effort vetween the Central Processing Branch, Fersonnel
Division (Covert), Personnel Office, snd the Pessenger Movement Brauch,
Transportation Division, lLogistice Office.

2. FACTS BEARING ON THE PROBLEM.

B

Lo

4.

The purpose Lo be accozplished by the estabiishnent of the CPB was
to provide & single physicel location where the traveler would e~
ceive the maximus amount of processing necessary Lo oversess travel,

At presest CPB tas[ _ |trazsportation positions on its T/0. These
employees interview travelers end prepare n tentetive itinerery
which is then sent to PHB vhere actusl travel arrangenents are sade.

The PMB personnel check the tentative itinerary, duplicating in
part the work of the CPB, ,

Where reservetions cannot te secured in line with the tentative
itinerary, = new one must be prepared, This is ab tixes done through
CPB snd st times by an interview between the traveler end PMB per-

_ semnel. ‘This requires adGitionsl tiwe which sust be saved.

&

The Genersl Services Dffice states thet CPB end PMB will be moved to

adjscent space in whichever bullding spsce is svailstie, This nmove

will probably occur in June.

3. DISCUSSION.

Be

The principal reason for duplicated work and loes of time is the fact
that the traveler's itioerary is prepered by one employee and the
sctusl travel arrengements ere nads by snother. UJoviously, 1o the
course of an interviev, the interviewer obtains s grest deel iore in-
formation sbout the traveler, his situation with respect to his de-
pendents and property, sand possitle slternate plans, then could ve
seot forth in writing on & proposed itirerary. The idesl arrenge-
ment would te one where the interviewer also malde the travel arrange-
mants, either at the time of the interview or later, if necessary,
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Yoneperponnsl functions performed in CPB such as security, medical,
and fimance are a minor part of the work of the orgsnisstionsl ele-
mests they repressut ané should not reasohetly be considered on the
sewe basis as the transportution fumction. Oversess travelers, with
thelr dependents and bousehold goods, represent more than halfl of
the work involved in personnel transportation. Vor this ressch it
doss not necessarily follow that the passenger transportation func-
tion would be 25 astisfattorily performed Lf distributed betwsen o
componients of the Agency as 15 the cuss with security, medical, or
finance.

There is, howsver, & clesr, undenisble requirement thot the oversess
travel procsssing de administratively directed by o single hesd, This
sdwinistretive rosponsibility resolves itself into a matter of sehod-
uling the processing of travelers sand determining thet wagh alement
of the processing hes besn scoomplished. It is obtviously not the
resyonsitility of the sdeinistretive head of the processing wnit %o
sotuslly perfors sach element of the proceseing. For example, all

he van do with respect to required inoculations is to sryange for
sueh inoeuletions to bs given Yy the Medical Office and determine,

vefore relessing the travelor, that the inosulstions have sctuslly
been piven. The same situabtion applilies rospeot to Finance. The

sl he written elsewhers. Hewever, since space limitatione
do not permit the necessary medical, finamce snd other fooilities %o
e loosted st the travel procssaing site, provision must be made at
that site for syranging or sscuring the mecessary services. This is
sccomplished by having representutives of these various components
&% the CPFE lecation.

Where it is poswibtle to locate at the processing siie ay of tre re-
quirsd faeilities for such processing it would hardly be necessary
that the heed of the processing unit be held yesponsible for ary thing
more then gettdng the traveler to that part of the processing site
where the service is svailable snd determining later thet the arrangs-
sents had bown mede.

COMCLUSIONS, T4 4m eonoluded thals

B

b.

Ceo

Procecdures are required to eliminate duplicete work and previde that
travel arrengoments be made by the esployes who luterviews the
Lraveler.

411 functions now performed in CPR except that of psssenger trang~
portation, remain in CPR.

411 passengsr transportation functions now divided between CFP and
PR be consolicated im FMR, except for the processing of deep cover
persennal vhich should remain & responsibility of TR, since this
work is chiefly sdvising and involves little or mo sotual Wranspor-
tation arrangements made through Agengy facilities.
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d. The CPE snd PR should be physicelly located 1n the seme ares and the
spase lsyocul be designed to fecilitate he progessing of Lravalers.

8. The Chief of CFR ghould exervise noymsl supervisory direction of
1 on the CFB T/C and B responsible for se seheduling
tpuvelors that they will be directed to the P¥P and for determining
shst necespeyy trsusportation srrangenents have been made.

£. 7The Chief of P¥B should be responsible for promptly processing such
trsvelurs o8 mey be referred %0 him ¥y COP% and soppleting such foras
ss »gy be required %o advise the Chief of CFB thet Arsnaportstion
srreagesents have been corpleted.

. I8 RECOMFENDATIONS. T4 is recomrended:

8. Thet in secordante with present plscs of the Uenersl fervices office,
the CPD and PET be moved Lo sdisoent Space &% MO0D A8 possitle.

25X1
b. That the | 6B, be transferred
%0, snd absorbed in, the @) e |slot.a be sbolished
in CFB.
¢ That the sttsched flow charts, innoxes A through U, be approved a8
the basic provadures governing the Yransportation aspact of provcss~
ing trsvalers for overpens duty.
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Insistant Director, Tersonnsl Tate
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